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PRIORITY: HIGH

SUBJECT: Electronic Case File — Login Procedures
CROSS REFERENCE Operations Memo 04-22
EFFECTIVE DATE: May 17, 2004
PURPOSE

This memo describes the process for accessing the Electronic Case File (ECF) which provides
the capability to view scanned images of the Employer Verification Form — Earnings (EVF-E)

and Employer Verification Form — Health Insurance (EVF-H).

BACKGROUND

The implementation of the scanning process for the new EVF-E and H forms, prompted the
creation of the ECF as a place to store the scanned image to be viewed by local agency
workers. The ECF digitizes the form images, catalogs and stores them. The images are then
available for retrieval by a number of different search methods. These two new forms are the
first forms to be cataloged and stored for retrieval using the ECF, which will eventually replace

the paper file folders associated with the typical CARES case.
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WEB LOG ON

The ECF can be accessed via the web access function, Wisconsin Web Access Management
System or WAMS.

If you are currently a WAMS user, follow the “Procedure for accessing ECF” below.

If you do not have a current WAMS ID and password, access the WAMS Registration page via:
https://on.wisconsin.gov/wimap/selfreqg/WAMS.jsp

You will be taken to the WAMS main page. Scroll down to the Self-Registration link to create a
WAMS login ID and password for yourself. This process will only take a couple minutes,
including getting your WAMS ID e-mailed back to you.

¢ You may use the same ID and password as you use to access the CARES system
or you may select another ID and password of your choice.

If you are currently a WAMS user but have forgotten your password, use the same link above,
but scroll down the page to the Account Recovery link. This link will guide you through
recovering your WAMS account information.

NOTE > For WAMS assistance, scroll to bottom of any WAMS screen and click on
“Support Center”.

PROCEDURE FOR ACCESSING ECF

Once you have established your WAMS login ID you can now access the ECF web site via:
https://cares.wi.gov/ecf

If you get a page that looks like

2l Cannot find server - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

this, click the “Refresh” button up [ Ele Edit view Foorites Tooks Hep [+
on the browser toolbar. Y ] S A L 2B o
Back Forard! Stop  Refresh  Home Search Favorites  History Mail Print Edit
| Address [&] hips: //cares wigovrect =] Pte
| Links

@ The page cannot be displayed

The page you are looking far is currently unavailable, The Web
site might be experiencing technical difficulties, or you may need
to adjust your browser settings.

Pleass try the following:

e Click the [] Refresh button, or try again later,

1f you typed the page address in the Address bar, make

sure that it is spelled correctly.

e To check your connection settings, click the Tools menu,
#nd then click Internet Options. On the Connections
tab, click Settings. The settings should match those
provided by your local area netwark (LAN) administrator or
Internst service provider (ISP),

« 1f your Network Administrator has enabled it, Microsoft
Windaws can examine your network and automatically
discover network connection settings
1f you would like Windows to try and discover them,
click @ Detect Networlk Settings j

€] Done: [ [ Intemet
A start| T Novel GraupWiss - Maibas | B Microsolt Word - Electrori._|[#]Cannot find server - . |Q3 ¥ G ENMUED 11.348M



https://on.wisconsin.gov/wimap/selfreg/WAMS.jsp
https://cares.wi.gov/ecf
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Security Alert X
I
|n|t|a||y a Secu |’|ty Alert box will I ¥ Infarmation you exchange with this site cannat be viewed or
. ?. changed by others. However, there iz a prablern with the site's
appear on your screen. Click s seculity certificate.

13 ”
yes” to proceed.
& The security certificate was issued by a company you have
not chozen bo trust. Wiew the certificate to determine whether
yal want ko trust the certifying authority,

a The security certificate date is valid.

| a The security certificate matches the name of the page you
are tying to wiew.

| Do you want to procesd?

Wiew Certificate |

The ECF screen will prompt you to enter your CARES login ID and password. Do not change
the default server assignment.

NOTE > All CARES user login ID’s have access to the ECF.

Provided at this time are functions which will allow the user to search, view and print
documents. Advanced features will be available in future phases.

Should you find it necessary to print a copy of the image, set the resolution on the document
screen to 80% so the printed image fits the page size.

PASSWORDS

Your CARES ID and password are the same entity across both the ECF and CARES systems
so a change of password to the ECF will also apply to CARES access and visa versa. If you
are changing your password on ECF you may receive an error message indicating an error
occurred. This is a known problem that is being addressed. Until this problem is resolved, know
that when you receive the error message, your CARES and ECF password have been updated
by the system. When this error message appears, close, then re-open your browser and log
into the ECF site again using your new password. You will also be able to access CARES
using your new password.

ECF NAVIGATION

Steps to follow once you are in the ECF:
1. Click on Search,
2. Click on EVF, and
3. Enter search criteria.

CONTACTS

BHCE CARES Information & Problem Resolution Center

*Program Categories — FS — Food Stamps, MA — Medicaid, SC — Senior Care, CTS — Caretaker Supplement, CC —
Child Care, W-2 — Wisconsin Works, FSET — Food Stamp Employment and Training, CF — Children First, EA —
Emergency Assistance, JAL — Job Access Loan, JC - Job Center Programs, RAP — Refugee Assistance Program,
WiW — Welfare to Work, WIA — Workforce Investment Act, Other EP — Other Employment Programs.

DHFS/DHCF/BHCE/JE/BM/GR
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